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Welcome

Welcome to the W-2 Manual. This manual contains policies and procedures used by W-
2 agency workers who determine eligibility, provide case management services, and
issue payments for Wisconsin's W-2 employment program.

Notice: The content within this manual is the sole responsibility of the State of
Wisconsin's Department of Children and Families (DCF). This site will link to sites
outside of DCF where appropriate. DCF is in no way responsible for the content of sites
outside of DCF.

To sign up for emails notifying you of a new W-2 Manual release, go to
http://dcf.wisconsin.gov/w2/mailing_list/signup.htm
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01 Wisconsin Works (W-2) Introduction

1.1 W-2 Overview and Basic Assumptions

1.1.1 W-2 Overview

The W-2 program is one of Wisconsin's TANF programs. The program provides
employment preparation services, case management and cash assistance to eligible
families. W-2 has the following paid placements: TJ, CSJ, W-2 T, CMC, ARP. In
addition, several unpaid placements provide case management and employment
retention services.

Statutory provisions for W-2 are included in Wisconsin Statutes under Chapter 49,
Public Assistance and Children and Family Services. W-2 Administrative Rules are
found in DCF 101, DCF 102, DCF 103, and DCF 120 of the Wisconsin Administrative
Rules.

Contact and location information for each W-2 agency is available on the
W-2 Agency Locator website.

This page last updated in Release # 11-02
Release Date: 04/07/11
Effective Date: 04/07/11
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1.1.2 W-2 BASIC ASSUMPTIONS

W-2 agencies must provide services that are strengths-based, family-centered and
consistent with the W-2 applicant’s or participant’s interests and goals. Agencies must
work cooperatively with applicants and participants to identify needed resources and to
assign appropriate activities. The goal is to build on the strengths and skills of parents
and families. The W-2 agency must provide all services in a culturally and linguistically
competent manner and be accessible for qualified refugees, former refugees and others
with limited English proficiency.

W-2 policies are guided by the consistent application of the following Basic
Assumptions:

1.

Work is the best way for parents to support their families. Getting a job is the
first step in the process of achieving economic stability. W-2 assists parents with
preparing for, finding and maintaining consistent employment. W-2 also works with
parents who are unable to work due to a disability by assisting these parents with
navigating the SSI and SSDI application process.

Family income should improve when parents work. W-2’s goal is to have parents
get the best possible job. W-2 also helps parents access work supports (e.g. EITC, FS,
BC, CS and Wisconsin Shares Child Care) that will support keeping them employed.

Consistent work is essential for parents to achieve economic stability. W-2
commits to working with parents before and after they find a job. W-2 supports job
retention and advancement in a variety of ways because individual progress toward
independence and prosperity is a process. W-2 connects interested parents to needed
education and training either before or after gaining employment, in order to help
them move forward to better employment.

W-2 participants are parents as well as job seekers. Working parents have
multiple family and work obligations. W-2 works with parents to identify strategies
to enable them to balance work and family. W-2 also assists parents who are
connected to other programs or supports integrate those activities with the family’s
service plans.

Eligible parents must be willing to participate in exchange for W-2 benefits.
Parents across the state have access to individualized quality services. Parents, for
their part, must participate to the best of their abilities.

Families benefit from participating in W-2. W-2 assists parents with identifying
their goals and locating needed resources. During each interaction, W-2 works to
ensure parents understand their choices and the resulting consequences. This
approach empowers parents to make informed decisions that strengthen their family.



Wisconsin Works Manual

W-2 works with both custodial parents in a two-parent household and extends
services to non-custodial parents when appropriate.

7.  W-2 matches the needs of working parents with the needs of local employers. W-
2 agencies operate cooperatively within the larger community. W-2 objectives are
best achieved by understanding the needs of local employers and matching that need
with the skills and interests of W-2 participants.

This page last updated in Release # 11-02
Release Date: 04/07/11
Effective Date: 04/07/11
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1.2 Roles Performed by W-2 Agency

1.2.1 Receptionist

All W-2 agencies must have a staff person who performs the role of a receptionist. That
staff person may perform other functions within the agency as well. The role of the
Receptionist is to meet with customers as they enter the W-2 agency. The
Receptionist must inform customers of all programs and services available through the
agency. If the customer wishes to apply for or indicates an interest in learning more
about the W-2 program, the Receptionist must schedule an appointment with a RS the
same day or no later than the following working day.

All individuals have the right to apply for W-2 services. If the customer wishes to apply
for W-2 services that day but the agency is unable to schedule a meeting with the RS,
the customer must be given the option to complete and sign the RFA/paper registration
form. (See 1.4.2)

This page last updated in Release # 11-02
Release Date: 04/07/11
Effective Date: 04/07/11
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1.2.2 Resource Specialist (RS)

All W-2 agencies must have a staff person who performs the role of a Resource
Specialist. That staff person may perform other functions within the agency as well.
The role of the RS is to understand the customer’s needs and assist each customer in
determining which programs or services are likely to support their efforts to find and
maintain employment.

In fulfilling his/her role, the RS will perform these primary functions:

1.  Understand the customer’s situation and perform the initial review of need for
employment-related services. This will include:

a.  Asking the customer what brought them into the office today.
b.  Asking the customer what they need to find and/or keep a job.

C. Gathering information through the CARES Work Program Assessment Driver
Flow about the customers' recent job search efforts, employment skills, work
history, education and potential barriers to employment.

d.  Determining how the family/household composition and circumstances affect
the customers' ability to work.

e.  Identifying whether the customer is in a crisis situation (e.g., homeless, victim
of domestic violence, no food in the house, etc) and the potential need for an
Emergency Payment. (See 19.1) Giving the customer a copy of the Domestic
Violence Brochure (2614). (See 1.4.6)

f. Identifying the need for any necessary accommaodations to help the customer
complete the application process.

g.  Assessing current child support case status and informing the customer of the
child support pass through policy for people in a paid W-2 placement. (See
15.1.1)

2. Inform each customer about the services available and assist the customer in
determining what programs and services are likely to support his/her efforts at
employment including:

a.  Explaining the services that are available through the W-2 program including
employment position placements, individualized case management services,
and supportive services. The RS must tell the customer about the W-2
eligibility criteria and that eligible parents must be willing to participate in
exchange for W-2 benefits.


http://dcf.wisconsin.gov/publications/pdf/2614.pdf
http://dcf.wisconsin.gov/publications/pdf/2614.pdf
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b.  Explaining the Job Center Partner programs/other workforce development
programs such as DVR , Ul, FSET, WIA and other employment programs and
resources available through the Job Center of Wisconsin and within the
community.

C. Explaining the supportive service programs such as FS , Wisconsin Medicaid
and BadgerCare Plus, Wisconsin Shares Child Care Subsidy Program, EA , the
WIC benefit, WHEAP , and local housing assistance programs.

d.  Explaining community resources including those required through the CSN .

e.  Explaining the services available through the local CAP agency.
The RS must refer the customer to any programs in which the customer has
indicated an interest. The RS must offer the RFA to all customers who wish to
pursue W-2. (See 1.4.2)

The RS may initiate the interactive interview using the W-2 application to record

nonfinancial and financial information such as income, assets, job history, education,

and family composition.

As a condition of W-2 eligibility, the RS may:

a.  Assign up-front job search activities to applicants. (See 2.9.2)

b.  Require the applicant to apply for other appropriate public assistance programs
or resources. (See 2.6.1)

At no point does the RS determine final eligibility or placement in a W-2
employment position. These are the responsibilities of the FEP based, in part,
on the information collected by the RS.

All applicants will be referred to the Child Support program via the
CARES/KIDS automated interface.

Basic skill sets required of a RS include:

Verbal and written communication;
Active listening;

Conflict resolution;

Ability to be non-judgmental;

Time management;

Adaptability;

Sensitivity;
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e Problem solving;

o Crises response;

e Interviewing skills;

« Discussion facilitation;
e Customer service; and
e Job matching.

This page last updated in Release # 11-02
Release Date: 04/07/11
Effective Date: 04/07/11
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1.2.3 Financial and Employment Planner
(FEP)

Each W-2 agency is required by state statute to have at least one FEP .

The FEP must provide individualized case management services and supportive
services for a person in a W-2 employment position. Although a FEP may have other
staff assistance, the FEP is the primary case manager and has the ultimate
responsibility for the case, including correct eligibility determination for W-2. The FEP
must also coordinate with other agencies to facilitate needed services such as
treatment, education, training, and formal assessments.

The FEP must meet with the applicant within 5 working days of the date the W-2 agency
receives a signed RFA /paper registration form. The FEP has up to 7 working days after
this first meeting to make a placement determination. The FEP uses the information
gathered to determine eligibility and placement.
The main functions of the FEP are:
1.  Eligibility determination;
2. Assessment;
3. Employability planning;
4.  Service referral; and
5.  Ongoing case management.
Responsibilities that are part of these functions include:
1.  Determining eligibility for W-2 and JAL, verifying information necessary to process
the W-2 application and that the verification is scanned timely into ECF, and ensuring
that all data is entered into CARES in an accurate and timely fashion, and that correct

payments are issued in a timely manner.

2. Providing information on basic money management and personal work habits and life
skills needed to succeed in the working world.

3. Completing an informal assessment (see 5.2.1), assessing for both strengths and
barriers. This includes reviewing and updating the information gathered by the
Resource Specialist using the CARES Work Program Assessment Driver Flow.
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10.

11.

12.

13.

14.

Utilizing the BST , educational needs assessment, and other information provided by
the participant to determine whether a formal assessment by a qualified assessing
agency is needed. (See 5.5.2) Considering barriers to employment in determining the
level of employability, making placement decisions, and referrals to other services.
Providing accommodations and modifications as needed. (See 1.3.1)

When appropriate, assigning reasonable job search activities prior to and after the
determination of W-2 eligibility.

Determining placement in a W-2 employment position and the need for an Emergency
Payment. (See 19.1)

Working with participants to develop a W-2 EP. Designing a plan to move the
participant to unsubsidized employment as quickly as possible. Documenting
requirements for assigned W-2 activities and incorporating Learnfare activity
requirements as necessary. (See Chapter 6)

Ensuring that applicants and participants have the necessary supportive services,
accommodations, auxiliary aids and communication assistance required to participate
to the fullest extent possible.

Assessing each participant’s progress in their assigned activities and determining
whether the participant is developing the hard and soft skills they need to obtain and
retain unsubsidized employment. Working with the participant to update the EP as
needed based on the assessment progress.

Identify noncompliance, determine good cause, and apply payment reductions.
Recording participant progress in CARES.

Interpreting and explaining policies governing eligibility. This includes explaining the
responsibilities and requirements outlined in the Participation Agreement and
securing the applicant’s signature prior to beginning a W-2 employment position.
These include, but are not limited to: a) explaining that failure to cooperate during the
application phase may result in ineligibility; b) providing information on the Fact
Finding Process; and c¢) explaining the W-2 agency’s discrimination complaint
process. (See 1.4.6)

Referring applicants who supply questionable information for front-end verification.
(See Chapter 4)

Referring participants suspected of fraudulent activity for fraud investigation. (See
Chapter 4)

When necessary, referring applicants and participants to other community services
such as food pantries, domestic abuse services, literacy councils, child welfare
agencies, DVR, and AODA / mental health services.
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15. Assuring that final eligibility information for W-2 is transmitted to the child support
agency, and assuring that participants cooperate with their child support agency.
During eligibility reviews, the FEP must also review with the participant his or her
child support assignment.

16. Explaining Learnfare, assessing Learnfare status for dependent children in a W-2
Group, and providing or arranging for Learnfare case management. Ensuring
enrollment and attendance for dependent child(ren) subject to Learnfare is promoted,
verified, monitored and appropriately entered in CARES. (See Chapter 16)

17. Providing follow-up case management services for at least 12 months to participants
who progress from a W-2 employment position to an unsubsidized position to
encourage and support job retention and advancement. At local agency discretion, the
participant may continue to receive the follow-up case management services of the
FEP beyond the mandatory 12-month follow-up period as necessary. (See 7.2.3)

18. Maintaining an effective working relationship with the Job Center partners and other
agencies that provide workforce development programs.

All FEPs must be trained in accordance with state law and administrative rule. (See
Wisconsin Administrative Rules, Chapter DCF 103). Basic skill sets required of a FEP
include:

e Verbal and written communication;
e Active listening;

o Conflict resolution;

e Ability to be non-judgmental,
« Time management;

o Adaptability;

e Sensitivity;

e Problem solving;

« Crises response;

e Interviewing skills;

o Discussion facilitation;

o Customer service;

e Job matching;

« Safe confrontation;

e Assertive communication;
e Networking;

o Problem identification;

e Solution recognition;

e Service coordination;

e Appropriate feedback;

e Coaching and mentoring;
e Budget preparation;

e Cultural competency;

11
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e Interpreting formal assessment results;

« Ability to put into place needed modifications and accommodations;
e Goal setting;

o Career development; and

« Job retention strategies.

Public assistance workers, including financial and employment planners, are required
by Wis. Stats. sections 48.981(2)(a) and 48.981(2)(a)13 to report suspected child abuse
and neglect. Suspected child abuse and neglect includes suspicion of child abuse of an
unborn child and includes the belief that abuse or neglect will occur. To report
suspected child abuse or neglect, the public assistance worker must contact either by
phone or personally the local child welfare agency, the local sheriff, or local police
department and provide the facts and circumstances contributing to the suspicion.
Additional information regarding how to make a report of suspected child abuse or
neglect can be found in Wis. Stats. section 48.981(3).

This page last updated in Release # 11-02
Release Date: 04/07/11
Effective Date: 04/07/11
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1.2.4 Coordinating with Partner Agencies

1.2.4.1 Public Workforce System

1.2.4.2 Wisconsin Job Centers

1.2.4.3 Public and Community Based Supportive Services
1.2.4.4 Child Welfare

W-2 applicants and participants are often connected to other services within their
community. The W-2 Agency is responsible for ensuring that those services are
coordinated with the W-2 services. To do this, the W-2 Agency must establish and
maintain effective relationships with the following partner agencies serving families in
common:

1.  Public Workforce System

2. Wisconsin Job Centers

3. Public and Community Based Supportive Services

4, Child Welfare

1.2.4.1 Public Workforce System

W-2 agencies must establish and maintain effective relationships with other workforce
programs serving families in common. Integration of services across programs and
providers reduces duplication of effort across agency roles and result in improved
employment outcomes.

W-2 agencies must coordinate with the following workforce providers and programs in
order to maximize employment outcomes:

1.  Job Service programs;
2. FSET programs;

3.  Refugee Employment and Training providers, and other services provided by VOLAG
and MAA ;

4.  Workforce Development Boards and services provided through WIA programs,
including Youth, Adult and Dislocated Worker programs;

13
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5. Adult literacy providers;
6.  Adult job training administered by the Wisconsin Technical Colleges;

7. RISE Partnership for Wisconsin;

8. DVR
9.  Veteran’s Employment Relations Teams;
10. CAP Agencies; and

11. Other local regional business associations, community based organizations, and
economic development programs.

1.2.4.2 Wisconsin Job Centers

The Wisconsin Job Center system delivers services through locations in 57
communities throughout the state. The centers are part of the workforce system led by
Wisconsin's 11 independently operated, regional Workforce Development Boards. Job
Center partners include Job Service, DVR , technical colleges, county human service
agencies and other community organizations. To find the closest Job Center or talk with
a customer service representative, please visit the JobCenterOfWisconsin.com contact

page.

JobCenterOfWisconsin.com, operated by the Wisconsin Department of Workforce
Development and the Wisconsin Job Center system, is an online Wisconsin-centered
employment exchange, linking employers in all parts of the state and in communities
that border Wisconsin with anyone looking for a job. JobCenterOfWisconsin.com is
available at no-cost to both employers and job seekers and is available 24-hours a day.

1.2.4.3 Public and Community Based Supportive Services

W-2 participants are often connected to other local supportive services. Many of these
supportive services continue to be available after a participant has moved into
unsubsidized employment and may support that individual’s continued employment.
The W-2 agency is responsible for ensuring that these services are coordinated with
W-2 services.

W-2 must coordinate with the following public and community-based supportive services
in order to maximize employment outcomes:

14
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1.  County and tribal programs, including FS , BadgerCare Plus, Medicaid, CS, and child
care administration. (See 1.4.1)

2.